
ASSIGNMENT 13

Textbook Assignment: “Public Affairs Office Operations” and “Home Town news,” pages 16-1
through 17-12.

13-1. All except which of the following
are departments within a public
affairs office?

1. Media relations
2. Internal relations
3. Community relations
4. Administration

13-2. What office or individual is

13-3.

13-4.

responsible for writing flag
officer’s biographies?

1. Administration office
2. Public affairs office
3. The flag officer concerned
4. The flag secretary

What public affairs file contains
information about local military
beat reporters?

1. command
2. Media relations
3. community relations
4. Future

What public affairs file contains
general background material on the
Navy, such as “Navy Fact File”?

1. Command
2. Project
3. Speech
4. Clip

13-5. In what public
you keep query
the release of

affairs file would
sheets documenting
information orally?

1. Media relations
2. Project
3. Alibi
4. News release

13-6. All except which of the following
items should be found in a welcome
aboard booklet?

1. Mission statement
2. General unclassified command

facts
3. Biography of all senior

officers
4. Brief command history

13-7. What is the most logical order for
the portion of a command
presentation that describes your
unit?

1. Strict chronological order
based on when a department or
section was established

2. Straight from the
organizational chart, starting
at the top and working down

3. Straight from the
organizational chart, starting
at the bottom and working up

4. Start with the most important
department and end with the
least important

13-8. All except which of the following
are rules for a good command
presentation?

1. Avoid Navy acronyms
2. Keep sentences short
3. Keep charts and graphs simple
4. Use a variety of styles for

“word” slides

13-9. What is the recommended length for
command presentations?

1. 5 to 10 minutes
2. 10 to 12 minutes
3. 15 to 20 minutes
4. 20 to 25 minutes
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13–10. What source is used as the basis
for published naval histories?

1. Published newspaper and
television accounts of command
happenings

2. Official correspondence files
3. command histories
4. Narratives from commanding

officers

13-11. In what paragraph of a flag
officer’s biography would you find
information about marital status
and

1.
2.
3.
4.

13-12. The
has

1.
2.
3.
4.

family members?

First only
Any middle paragraph only
Last only
Any paragraph

standard biography format
what size margin?

One–half inch
Three-quarter inch
One inch
One and one-half inch

13-13. Which of the following titles
in a flag officer’s biography
is capitalized correctly?

1. Commanding officer
2. Fred Lemming, Commanding

Officer
3. Training Officer
4. Fred Lemming, an Unrestricted

Line Officer

13-14. What office or authority owns an
official flag officer’s biography
and therefore has the ultimate say
over its contents?

1. The public affairs office
2. The flag officer concerned
3. The Navy
4. The flag secretary

13-15. What office or
determines the
of Navy news?

1. The public

authority
newsworthiness

affairs office
2. The commanding officer
3. The media it is released to
4. The nearest public affairs

center

13-16. Which of the following media is

13-17.

13–18.

the backbone of public information
today?

1. Newspapers
2. Television
3. Radio
4. News magazines

All except which of the following
are advantages of radio as a mass
communicator?

1. Immediacy
2. Inexpensive radios
3. Aural appeal
4. Mobility

What media type is the most
potent?

1. Newspapers
2. Radio
3. Television
4. News magazines

13–19. You have received a request from
Time magazine for help in
completing an article about your
command. How should you respond
to this request?

1. Provide the information and
file a copy in your alibi file

2. Provide the information and
forward a copy to CHINFO

3. Forward the request to CHINFO
for approval before providing
any information

4. Forward the request to your
commanding officer before
providing any information
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13-20. What type of publication is the
Public Affairs Communicator?

1. News magazine
2. Consumer magazine
3. Trade journal
4. Internal memorandum

13–21. All except which of the following
are key words for dealing with the
media?

1. Accuracy
2. Promptness
3. Politeness
4. Honesty

13-22. Which of the following is your
most valuable asset when dealing
with the media?

1. Accuracy
2. Politeness
3. Honesty
4. Promptness

13-23. Which of the following statements
is true of reporters traveling
aboard Navy ships and aircraft?

1. Travel may be provided when
commercial transportation is
available, as long as it is
necessary to obtain the news
material

2. Reporters may not use
shipboard communications
facilities

3. Transportation does not have
to be in the interest of the
DoD or DON

4. Detailed information about
media embarks can be found
in chapter 8 of PA Regs

13-24. All except which of the following
should be included in a media
information kit?

1. Biographies of senior officers
2. command photographs
3. Welcome aboard booklets
4. Telephone numbers for the PAO

and staff

13-25.

13-26.

13-27.

13-28.

13-29.

In a news release about an
upcoming day set aside for the
public to visit your base, what
phrase should be avoided?

1. General public visitation
2. Open house
3. Everyone invited

The psychological need for sailors
to be recognized and appreciated
is addressed by which of the
following programs?

1. Community relations
2. Hometown News
3. Internal information
4. CHINFO Merit Awards

What is the purpose of the
homeowner?

1. To provide service members
with current news from their
respective hometowns

2. To stimulate recruiting
efforts in small towns

3. To provide information on
service members to major news
media outlets

4. To report the status and
achievements of service
members to the people in the
member’s hometown

Homeowners are processed and
disseminated by which of the
following activities?

1. CHINFO
2. FHTNC
3. Individual commands
4. Various hometown news media

organizations

The Navy’s Fleet Home Town News
Center serves all except which of
the following organizations?

1. The Navy
2. The Coast Guard
3. The Marine Corps
4. The National Health Service
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13–30. A service member from all except
which of the following areas is
able to participate in the Home
Town News program?

1. Alaska
2. The Republic of the

Philippines
3. Guam
4. American Samoa

13–31. To receive hometown material from
the FHTNC, clients must meet which
of the following requirements?

1. Agreeing to publish all
material received

2. Officially requesting the
material

3. Paying a nominal fee for each
item received

13–32. Under most circumstances,
individual commands are authorized
to submit hometown news directly
to which of the following
activities?

1. All recognized news media
2. The FHTNC
3. All newspapers within 50 miles

of the command

13–33. Hometown
specific
the news
provided
media by

news feature material on
individuals requested by
media will normally be
directly to the news
which of the following

activities?

1. The command receiving
the request

2. FHTNC
3. Local recruiting office
4. Nearest NAVINFO

13-34. In addition to instructions for
filling out the NAVSO 5724/1 form,
what information is presented on
the back of that form?

1. A disclaimer
2. The Freedom of Information

statement
3. The Privacy Act statement
4. A list of news media

authorized to receive the form
directly from the command

13-35. In which of the following
publications can you expect to
find detailed information on
submitting material to the FHTNC?

1. Fleet Home Town News Guide
2. U.S. Navy Public Affairs

Regulations
3. Both 1 and 2 above
4. The AP Stylebook and Libel

Manual

13–36. Which of the following blocks must
be filled out for the form to be
accepted for processing by the
FHTNC?

1. Block 17 - signature
2. Block 19 – release number
3. Block 7 - name(s) of

parent(s)
4. Block 15 - duties to which

assigned

13–37. When 10 or more forms are
submitted at the same time to the
FHTNC, a releasing authority
signature on the cover letter will
satisfy the requirement for a
signature in block 18 on each of
the forms.

1. True
2. False

13–38. All except which of the following
news media have requested and
receive hometown news material
from the FHTNC?

1. Newspaper
2. Radio stations
3. Television stations
4. news magazines

13–39. All except which of the following
categories of stories are
processed by the FHTNC?

1. Military achievement
2. Personal achievement
3. Wedding announcements
4. Participation stories

88



13-40. A hold file is a collection
of FHTNC forms that have what
condition in common?

1.

2.

3.

4.

13-41. If
is
or

They are all about individuals
who do not want any publicity
They are all about the members
of a unit whose forms are kept
at the FHTNC while that unit
is on extended deployment
They are all the forms for sea
service personnel
participating in the program
They are all the forms held by
the public affairs office
until enough are accumulated
for mailing to the FHTNC

an individual whose name
in a hold file reenlists
is promoted in rate during

a deployment, what should the
administrator of the unit’s
hometown news program do?

1.

2.

3.

4.

13–42. How

Have the individual fill
out a new form and mail
it to the FHTNC
Notify the FHTNC by message
of the event
Ask the individual to
reconsider his “no publicity”
stand
Nothing, since the individual
has already requested no
publicity

often must hold files be
updated?

1. Once a year
2. Once, midway through

the deployment
3. Every 30 days
4. Every 60 days

13-43. Under which of the following
circumstances must the FHTNC be
an addressee on death or serious
injury messages?

1. Only when the
person’s name
hold file

2. Only when the
person’s name
hold file

3. Only when the

dead or injured
is listed in the

dead or injured
is NOT in the

death or injury
was-job related

4. Under all circumstances

IN ANSWERING QUESTIONS 13-44 THROUGH
13-51, SELECT FROM COLUMN B THE STORY
CATEGORY IDENTIFIED BY THE TOPIC LISTED
IN COLUMN A. RESPONSES MAY BE USED MORE
THAN ONCE.

A. TOPICS B. CATEGORIES

13-44. Reenlistment 1. Military
achievement

13-45. Earned college
degree 2. Personal

achievement
13-46. Reported aboard

3. Participa-
13-47. Received award ting story

as Coach of the
Year from local
little league

13-48. Port visit of ship

13-49. Named Sailor of
the Year

13-50. Promoted to 302

13-51. Received Good Conduct
Medal

13-52. A story about one person involved
in one event would be submitted to
the

1.
2.
3.
4.

FHTNC as what type of story?

Roster
Personal
Individual
Military achievement
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13-53. What is (a) the minimum number of
prints and (b) the type of prints
required when photographs are
submitted to FHTNC?

1. (a) Four (b) black and white
wallet size prints

2. (a) Six (b) color wallet size
prints

3. (a) Five (b) black and white
wallet size prints

4. (a) Four (b) color 8- by
10-inch prints

13-54. For single stories, negatives
of any size are accepted by the
FHTNC .

1. True
2. False

13–55. Your 90-day logbook
what information?

should contain

1. Number of releases generated
by each form

2. news clippings of stories
actually printed off each form

3. Date form was mailed to the
FHTNC
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